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IMPORTANT NOTICE 
 

These application instructions conform to the Corporation for National and Community 

Service’s online grant application system, eGrants. All funding announcements by the 

Corporation for National and Community Service (CNCS or the Corporation) are posted on 

www.nationalservice.gov and www.grants.gov.   

 

Public Burden Statement: Public reporting burden for this collection of information is 

estimated to average 40 hours per submission, including reviewing instructions, gathering and 

maintaining the data needed, and completing the form. Comments on the burden or content of 

this instrument may be sent to the Corporation for National and Community Service, Attn: Amy 

Borgstrom, 1201 New York Avenue, NW, Washington, D.C. 20525. CNCS informs people who 

may respond to this collection of information that they are not required to respond to the 

collection of information unless the OMB control number and expiration date displayed on page 

one are current and valid. (See 5 C.F.R. 1320.5(b)(2)(i).)  

 

Privacy Act Notice: The Privacy Act of 1974 (5 U.S.C § 552a) requires that the following 

notice be provided to you: The information requested on the AmeriCorps Application 

Instructions is collected pursuant to 42 U.S.C 12592 and 12615 of the National and Community 

Service Act of 1990 as amended, and 42 U.S.C. 4953 of the Domestic Volunteer Service Act of 

1973 as amended. Purposes and Uses - The information requested is collected for the purposes of 

reviewing grant applications and granting funding requests. Routine Uses - Routine uses may 

include disclosure of the information to federal, state, or local agencies pursuant to lawfully 

authorized requests. In some programs, the information may also be provided to federal, state, 

and local law enforcement agencies to determine the existence of any prior criminal convictions. 

The information may also be provided to appropriate federal agencies and Department 

contractors that have a need to know the information for the purpose of assisting the 

Department’s efforts to respond to a suspected or confirmed breach of the security or 

confidentiality or information maintained in this system of records, and the information disclosed 

is relevant and unnecessary for the assistance. Executive Summaries of all compliant 

applications received and applications of successful applicants will be published on the CNCS 

website as part of ongoing efforts to increase transparency in grantmaking. This is described in 

more detail in the Notice of Federal Funding Opportunity. The information will not otherwise be 

disclosed to entities outside of AmeriCorps and CNCS without prior written permission. Effects 

of Nondisclosure - The information requested is mandatory in order to receive benefits.   

 

Federal Funding Accountability and Transparency Act:  Grant recipients will be required to 

report at www.FSRS.gov on all subawards over $25,000 and may be required to report on 

executive compensation for recipients and subrecipients. Recipients must have the necessary 

systems in place to collect and report this information. See 2 C.F.R. Part 170 for more 

information and to determine how these requirements apply. 

 

Universal Identifier:  Applications must include a Dun and Bradstreet Data Universal 

Numbering System (DUNS) number and register with the Central Contractor’s Registry (CCR).  

All grant recipients are required to maintain a valid registration, which must be renewed 

annually. 

https://egrants.cns.gov/espan/main/login.jsp
http://www.nationalservice.gov/
http://www.grants.gov/
http://www.fsrs.gov/
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Submitting Your Application 
 

Dates: Applications are due to OFBCI by November 01, 2011 at 5:00 p.m. Eastern Time.  

 

 

Use these instructions in conjunction with the Notice of Funds Available or Notice of Federal 

Funding Opportunity (Notice) for the year in which you are applying, and the AmeriCorps 

Regulations, 45 CFR §§ 2520–2550. The Notice includes deadlines, eligibility requirements, 

submission requirements, and other information that changes year-to-year for all 

AmeriCorps grant programs.   

 

The Notice can be found at http://www.americorps.org/for_organizations/funding/nofa.asp. The 

full regulations are available online at www.gpoaccess.gov/ecfr.  

 

If there is any inconsistency between the AmeriCorps regulations, the Notice, and the 

Application Instructions, the order of precedence is as follows: 

1. AmeriCorps regulations 45 CFR §§ 2520–2550 take precedence over the  

2. Notice of Federal Funding Opportunity, which takes precedence over the 

3. Application Instructions. 

 

 

Your application consists of the following components. Please make sure to complete each 

section. 

 

I. Narratives  

II. Budget 

III.  Proof of 501 © 3 Status (if applicable) 

IV. A copy of the organization’s most recent audited financial statements, including an A-

 133 audit, if applicable.  If your organization has not had a formal audit, please submit 

 the organization’s most recent financial reports. 

 

All items must be received by our office by the deadline, Tuesday, November 01, 2011 at 

5:00 P.M. (Eastern Time).  Items may be submitted via email to Jeremy Gaskill at 

jgaskill@ofbci.in.gov. 

 

NOTE:  Any submission that fails to meet all application requirements will not be reviewed.  

 

 

 

 

 

http://www.americorps.org/for_organizations/funding/nofa.asp
http://www.gpoaccess.gov/ecfr
jgaskill@ofbci.in.gov
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I. Narratives 

The narrative section of the application is your opportunity to convince reviewers that your 

project meets the selection criteria. Below are some general recommendations to help you 

present your project in a way the reviewers will find compelling and persuasive. 

 Lead from your program strengths and be explicit. Do not make the mistake of 

trying to stretch your proposed program description to fit each funding priority and 

special consideration articulated in the regulations or the Notice.  

 Be clear and succinct. Reviewers are not interested in jargon, boilerplate, rhetoric, or 

exaggeration. They are interested in learning precisely what you intend to do, and 

how your project responds to the selection criteria presented below. 

 Avoid circular reasoning. The problem you describe should not be defined as the 

lack of the solution you are proposing. 

 Explain how. Avoid simply stating that the criteria will be met. Explicitly describe 

how the proposed project will meet the criteria. 

 Don’t make assumptions. Even if you have received funding from CNCS in the 

past, do not assume your reviewers know anything about you, your proposed 

program, your partners, or your beneficiaries. Avoid overuse of acronyms. 

 Use an impartial proofreader. Before you submit your application, let someone 

who is completely unfamiliar with your project read and critique the project narrative. 

 Follow the instructions and discuss each criterion in the order they are presented 

in the instructions. Use headings to differentiate narrative sections by criterion. 
 

You may not exceed 14 double-spaced pages for the Narratives, including the Executive 

Summary and Cover Page.  Reviewers will not consider material submitted over the page 

limit.  Narratives should be created using 12 point Times New Roman font and should be 

submitted in Word format. 

 

External and staff reviewers will assess your application against the selection criteria. The bullets 

that follow the criteria are recommendations on how to best respond to the criteria. To best 

respond to the criteria, we suggest that you include a brief discussion of each bullet if it pertains 

to your application. 

 

A. Executive Summary 

Please provide a one-paragraph executive summary of your proposed program. This paragraph 

must be one-half page or less. The summary should include who, what, where, and why:  

 Who will be serving? Who will be served?  

 What will the AmeriCorps members do?  

 Where will the activity take place? 

 What is the expected outcome(s) of the project?   

 

You may fill in the blanks in the following template to complete your executive summary. 

 

This planning grant will be utilized to develop an AmeriCorps program which will engage 

AmeriCorps members (members) to [AmeriCorps member activities] in [geographic locations 
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where member activities will take place].  Members will address the needs of [beneficiaries to be 

served] resulting in [anticipated outcome of project].  Program activities will primarily be in the 

areas of [identify the relevant CNCS focus areas]. 

 

CNCS may post these summaries on www.nationalservice.gov in the interest of transparency 

and Open Government. 

B. Rationale and Approach/Program Design 

1. Describe why you are applying for a planning grant and what you hope to achieve during 

the one year planning period, including but not limited to: 

 The problem you plan to solve with your AmeriCorps program 

 Evidence that the need exists.  

 What AmeriCorps members would do to meet the need 

 The target communities the program would serve.  

 

2. Provide a) a detailed description of your planning process, b) a timeline for planning 

activities, and c) how you will use the planning period to develop your capacity to 

effectively manage an AmeriCorps program including, but not limited to:  

 Determining the most appropriate AmeriCorps member activities to address the 

identified community need. 

 Determining the desired characteristics of AmeriCorps members and designing a 

recruitment strategy. 

 Developing a performance measurement system to ensure that reliable data is 

gathered to demonstrate impact on the communities to be served. 

 Creating a process for selecting operating and service sites (if applicable) that will 

ensure the most appropriate and capable organizations are selected. 

 Planning orientation and training for operating and service sites (if applicable). 

 Planning orientation and training for AmeriCorps members. 

 Ensuring you have the ability to provide or secure effective technical assistance (if 

applicable). 

 

C. Organizational Capability 
Identify the primary and secondary contacts for the grant application. Describe your 

organization’s ability to successfully plan an AmeriCorps program, including but not limited to: 

 Record of accomplishment. 

 Prior experience administering federal funds. 

 Prior experience in the proposed area of programming. 

 The management and staff structure and the role the board of directors, administrators, 

and staff will play in the planning process.  

 Systems and processes for sound programmatic and fiscal oversight or plans to develop 

this capacity. 

  

Special Circumstances 

In applying the organizational capability criteria to each proposal, reviewers may also take into 

account the following circumstances of individual organizations: 

http://www.nationalservice.gov/
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 The age of your organization and its rate of growth. 

 Whether your organization serves a resource-poor community, such as a rural or remote 

community, a community with a high poverty rate, or a community with a scarcity of 

philanthropic and corporate resources. 

 

If you feel that any of the circumstances stated above have an impact on your 

organizational capability that has not already been discussed, please describe the 

circumstance and how it affects your organizational capacity. 

D. Cost Effectiveness and Budget Adequacy 

1. Describe your plans to develop a cost-effective program including how you will develop 

diverse resources that will support your program implementation and sustainability.  

2. Discuss the adequacy of your budget to support the planning process including your match.  

3. Describe how you will secure any additional commitments you need for the planning grant. 

 

In applying the cost-effectiveness criteria, the ICCSV and CNCS will take into account the 

following circumstances of individual programs: program age, or the extent to which your 

program brings on new sites; whether your program or project is located in a resource-poor 

community, such as a rural or remote community, a community with a high poverty rate, or a 

community with a scarcity of corporate or philanthropic resources; whether your program or 

project is located in a high-cost, economically distressed community, measured by applying 

appropriate Federal and State data; and whether the reasonable and necessary costs of your 

program or project are higher because they are associated with engaging or serving difficult-to-

reach populations, or achieving greater program impact as evidenced through performance 

measures and program evaluation. 

 

V. Documents  

In addition to the application, you will be required to provide proof of 501 © 3 status, and the 

organization’s A-133 audit.  These supplementary documents may be submitted in hard copy or 

e-mail, as part of your application. All items must be submitted by the November 01, 2011 

deadline for your application to be considered.  Should you have questions please contact Jeremy 

Gaskill at jgaskill@ofbci.in.gov. 

 

VI. Budget Instructions for Planning Grant Applicants  

A. Overview of Key Budget Requirements 

Program requirements, including requirements on match are located in the AmeriCorps 

regulations, modified by appropriations language, and summarized below. Administrative costs 

must not exceed 5% of the total CNCS funds requested. 

 You must match with cash or in-kind contributions at least 24% of the project’s total budget.  

 The acceptable sources of matching funds are federal, state, local, private sector, and/or other 

funds in accordance with applicable AmeriCorps requirements.  

jgaskill@ofbci.in.gov
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 Identify the source and total dollar amount of cash match from private, state and local and 

federal funds, the source type, and total amounts of in-kind support. Define all acronyms the 

first time they are used.  

 

Note:  Legislation permits the use of non-CNCS federal funds as match for the grantee share of 

the budget. Please discuss your intention of using federal funds to match an AmeriCorps grant 

with the other agency prior to submitting your application. Section 121(e)(5) of the National 

Community Service Act requires that grantees that use other federal funds as match for an 

AmeriCorps grant report the amount and source of these funds to CNCS. The Federal Financial 

Report (FFR) will be used to collect the federal match data. Grantees that use federal funds as 

match will be required to report the sources and amounts on the FFR. 

B. Preparing Your Budget 

Your proposed budget should be sufficient to allow you to perform the tasks described in your 

narrative. Reviewers will consider the information you provide in this section in their assessment 

of the Cost-Effectiveness and Budget Adequacy selection criterion.  

 

Follow the detailed budget instructions in Appendix A to prepare your budget. We recommend 

that you prepare your budget in the same order as indicated in the Budget Worksheet in 

Attachment B. The Budget Checklist in Attachment C is a resource for you to ensure your 

budget is complete.  

 

Please note that Attachments A, B and C include all budget line items for operating grants. The 

line items that pertain to Planning Grants are Section I and III.  

 

As you prepare your budget: 

 All the amounts you request must be defined for a particular purpose. Do not include 

miscellaneous, contingency, or other undefined budget amounts. 

 Your detailed budget narrative must provide an itemized explanation of proposed costs, 

including their purpose.  

 Present the basis for all calculations in the form of an equation. 

 Do not include unallowable expenses, e.g., entertainment costs (which include food and 

beverage costs) unless they are justified as an essential component of an activity. 

 Do not include fractional amounts (cents). 

 

Please refer to the relevant OMB Circulars on allowable costs for further guidance. The OMB 

circulars are online at www.whitehouse.gov/OMB/circulars. 

 A-21 - Cost Principles for Educational Institutions, 2 CFR 220 

 A-87 - Cost Principles for State, Local, and Indian Tribal Governments, 2 CFR 225 

 A-122 - Cost Principles for Non Profit Organizations, 2 CFR 230 

 

Programs must comply with all applicable federal laws, regulations, and OMB circulars for grant 

management, allowable costs, and audits, including providing audits to the A-133 clearinghouse 

if expending over $500,000 in federal funds, as required in OMB Circular A-133.  

  



 9 

ATTACHMENT A:  Detailed Budget Instructions  
Section I. Program Operating Costs 

Complete Section I, Program Operating Costs, of the Budget Worksheet by entering the “Total 

Amount,” “CNCS Share,” and “Grantee Share” for Parts A-I, as follows: 

 

A. Personnel Expenses   

Under “Position/Title Description,” list each staff position separately and provide salary and 

percentage of effort devoted to this award. Each staff person’s role listed in the budget must be 

described in the application narrative and each staff person mentioned in the narrative must be 

listed in the budget. Because the purpose of this grant is to enable and stimulate volunteer 

community service, do not include the value of direct community service performed by 

volunteers. However, you may include the value of volunteer services contributed to the 

organization for organizational functions such as accounting, audit work, or training of staff. 

 

B. Personnel Fringe Benefits 

Under “Purpose/Description,” identify the types of fringe benefits to be covered and the costs of 

benefit(s) for each staff position. Allowable fringe benefits typically include FICA, Worker’s 

Compensation, Retirement, SUTA, Health and Life Insurance, IRA, and 401K. You may provide 

a calculation for total benefits as a percentage of the salaries to which they apply or list each 

benefit as a separate item. If a fringe benefit amount is over 30%, please list separately. 

Holidays, leave, and other similar vacation benefits are not included in the fringe benefit rates 

but are absorbed into the personnel expenses (salary) budget line item. Uncommon or 

exceptionally high-cost benefits should be itemized and justified. 

 

C. 1. Staff Travel 

Describe the purpose for which program staff members will travel. Provide a calculation that 

includes itemized costs for airfare, transportation, lodging, per diem, and other travel-related 

expenses multiplied by the number of trips/staff. Where applicable, identify the current standard 

reimbursement rate(s) of the organization for mileage, daily per diem, and similar supporting 

information. The standard mileage reimbursement should not exceed the federal mileage rate 

unless a result of applicant policy and justified in budget narrative. Only domestic travel is 

allowable. 

 

We expect applicants to include funds in this line item for travel for staff and site staff to 

attend CNCS-sponsored technical assistance meetings. There are two to three such 

opportunities per year, including opportunities for new program startup, financial 

training, and the National Conference on Service and Volunteering. 

 

For example: two staff members will attend the National Conference on Service and 

Volunteering. 

2 staff X $750 airfare + $50 ground transportation + $400 lodging + $35 per diem = $2,470 for 

national conference. 
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Budgeting for Indiana AmeriCorps*State Events: 

 

Your budget should include support for staff attendance at OFBCI-sponsored trainings and 

events in or near Indianapolis, including a Program Directors’ summer orientation (tentatively 

scheduled for 2 days), Opening Ceremony and Governor’s Conference, a member retreat and 3-4 

additional, full-day training dates during the year.  This includes per diem, hotel, parking, and 

mileage.  In addition to these costs, please include up to $100 for potential registration fees. 

 

C. 2. Member Travel 

N/A. 

 

D. Equipment 

N/A. 

 

E. Supplies 

Include the amount of funds to purchase consumable supplies and materials that cost under 

$5,000 per unit. Items over $5,000 are considered equipment and are not allowed as a budget 

cost for planning grants. You must individually list any single item costing $1,000 or more.  

 

F. Contractual and Consultant Services 

Include costs for consultants related to the project’s operations, except training consultants, who 

will be listed in Sections G., below. Payments to individuals for consultant services under this 

grant may not exceed $750 per day (excluding costs for indirect expenses, travel, supplies, etc.). 

The $750 daily rate is a ceiling, and we anticipate budgeted daily rates at considerably lower 

levels. Indicate the daily rate, number of days, and total cost for consultants you are proposing to 

use and their contractual services.  

 

G. 1. Staff Training 

Include the costs associated with training staff on project requirements and training to enhance 

the skills needed for effective project implementation, i.e., project or financial management, 

team building, etc. If using a consultant(s) for training, indicate the estimated daily rate, not to 

exceed the maximum daily rate limit of $750.  

 

G. 2. Member Training 

N/A. 

 

H. Evaluation 

N/A. 

 

I. Other Program Operating Costs 

Allowable costs in this budget category should include when applicable: 

 Criminal history background checks for any employees or other individuals who receive 

a salary, education award, living allowance, or stipend or similar payment from the grant 

(federal or non-federal share). 

 Office space rental for projects operating without an approved indirect cost rate 

agreement that covers office space. If space is budgeted and it is shared with other 
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projects or activities, the costs must be equitably pro-rated and allocated between the 

activities or projects. 

 Utilities, telephone, Internet and similar expenses that are specifically used for 

AmeriCorps project staff, and are not part of the organizations indirect cost/admin cost 

allocation pool. If such expenses are budgeted and shared with other projects or activities, 

the costs must be equitably pro-rated and allocated between the activities or projects. 

 

 

Section II. Member Costs 
All Member Costs are N/A. 

 

Section III. Administrative/Indirect Costs  

Definitions   

Administrative costs are general or centralized expenses of the overall administration of an 

organization that receives CNCS funds and do not include particular project costs. These costs 

may include administrative staff positions. For organizations that have an established indirect 

cost rate for federal awards, administrative costs mean those costs that are included in the 

organization’s indirect cost rate agreement. Such costs are generally identified with the 

organization’s overall operation and are further described in Office of Management and Budget 

Circulars A-21, A-87, and A-122.  

 

Options for Calculating Administrative/Indirect Costs (choose either A. OR B.) 

Applicants choose one of two methods to calculate allowable administrative costs – a CNCS-

fixed percentage rate method or a federally approved indirect cost rate method. Regardless of the 

option chosen, the CNCS share
 
of administrative costs is limited to 5% of the total CNCS funds 

actually expended under this grant.  

 

A. CNCS Fixed Percentage Method 

Five Percent Fixed Administrative Costs Option 

The CNCS-fixed percentage rate method allows you to charge administrative costs up to a cap 

without a federally approved indirect cost rate and without documentation supporting the 

allocation. If you choose the CNCS-fixed percentage rate method, you may charge, for 

administrative costs, a fixed 5% of the total of CNCS funds expended. In order to charge this 

fixed 5%, the grantee match for administrative costs may not exceed 10% of all direct cost 

expenditures.  

1. To determine the CNCS share for Section III:  Multiply the sum of the CNCS funding shares 

of Sections I and II by 0.0526. This is the maximum amount you can request as CNCS share. 

The 5% maximum is calculated by multiplying the sum of the CNCS share of Section I and 

Section II by the factor 0.0526. The factor 0.0526 is used to calculate the maximum amount of 

federal funds that may be budgeted for administrative (indirect) costs, rather than 0.0500, as a 

way to mathematically compensate for determining Section III costs when the total budget 

(Sections I + II + III) is not yet established. Enter this amount as the CNCS share for Section III 

A.  
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2. To determine the Grantee share for Section III:  Then multiply the total (both CNCS and 

grantee share) of Sections I and II by 10% (0.10) and enter this amount as the grantee share 

for Section III A. 

3. Enter the sum of the CNCS and grantee shares under Total Amount.  

The ICCSV elects to retain a 1% share of the 5% of federal funds available to programs for 

administrative costs.  To calculate these fractional shares, within Section III of the subgrant 

budget, one-fifth (20%) of the federal dollars budgeted for administrative costs is allocated 

to the commission’s share and four-fifths (80%) of the federal dollars budgeted for 

administrative costs are allocated to the program’s share. The allocation between 

commission and program shares should be calculated as follows: 

 

([Section I] + [Section II] x 0.0526) x (0.20) = Commission Share 

 

([Section I] + [Section II] x 0.0526) x (0.80) = Subgrantee Share 

 

B.  Federally approved Indirect Cost Rate  

If you have a federally approved indirect cost rate and choose to use it, the rate will constitute 

documentation of your administrative costs, including the 5% maximum payable by CNCS. 

Specify the Cost Type for which your organization has current documentation on file, i.e., 

Provisional, Predetermined, Fixed, or Final indirect cost rate. Supply your approved IDC rate 

(percentage) and the base upon which this rate is calculated (direct salaries, salaries and fringe 

benefits, etc.). It is at your discretion whether or not to claim your entire IDC rate to calculate 

administrative costs. If you choose to claim a lower rate, please include this rate in the Rate 

Claimed field.  

 

1. Determine the base amount of direct costs to which you will apply the IDC rate, including 

both the CNCS and Grantee shares, as prescribed by your established rate agreement (i.e., based 

on salaries and benefits, total direct costs, or other). Then multiply the appropriate direct costs by 

the rate being claimed. This will determine the total amount of indirect costs allowable under the 

grant.  

 

2. To determine the CNCS share:  Multiply the sum of the CNCS funding share in Sections I and 

II by 0.0526. This is the maximum amount you can claim as the CNCS share of indirect costs. 

3. To determine the Grantee share:  Subtract the amount calculated in step b (the CNCS 

administrative share) from the amount calculated in step a (the Indirect Cost total). This is the 

amount the applicant can claim as grantee share for administrative costs. 
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Section IV. Match 

 

Source of Match 

In the “Source of Match” field that appears at the end of the Budget Sections, enter a brief 

description of the Source of Match, the amount, the match classification (Cash, In-kind, or Not 

Available) and Match Source (State/Local, Federal, Private, Other or Not Available) for your 

entire match. Define any acronyms the first time they are used. 
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ATTACHMENT B:  Budget Worksheet  
Section I. Program Operating Costs 

 

A. Personnel Expenses 

Position/Title/Description Qty Annual Salary % Time Total Amount CNCS Share Grantee Share 

     
 

 
 

Totals    

 

B.  Personnel Fringe Benefits 

Purpose/Description Calculation Total Amount CNCS Share Grantee Share 

     

Totals    

 

C.1.    Staff Travel 

Purpose Calculation Total Amount CNCS Share Grantee Share 

     

Totals    

 
C. 2.    Member Travel 

 

 

D.    Equipment 

 
E.    Supplies 

Item/ Purpose/Justification Qty Unit Cost Total Amount CNCS Share Grantee Share 

      

Totals    

Purpose Calculation Total Amount CNCS Share Grantee Share 

     

Totals    

Item/ Purpose/Justification Qty Unit Cost Total Amount CNCS Share Grantee Share 

      

Totals    
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F. Contractual and Consultant Services 

 
G.1.   Staff Training 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 
G.2.    Member Training   

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 
H.   Evaluation 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 

I. Other Program Operating Costs 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    

 

Subtotal Section I:   

 

Total Amount 

 

CNCS Share 

 

Grantee Share 

   

 
Section II.   Member Costs—N/A 

 

 

 

 

 

Source of Match 

Purpose Calculation 
Daily 

Rate 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

      

Totals    
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Source(s), Type, Amount, Intended Purpose 

 

 Private State and/or Local Federal Sources 

In-kind $ $ $ . 

 

Cash $ $ $  

 

Total $ $ $  

     
 

 
Section III.   Administrative/Indirect Costs 

 

A.  CNCS-fixed Percentage Rate 

 

Purpose 

 

Calculation 
 

Total Amount 

 

CNCS Share 

 

Grantee Share 

 

 

    

 
    

 

Totals 

 

 

 

 

 

 

 

B. Federally Approved Indirect Cost Rate  

 

Cost 

Type 

 

Cost

Basis 

 

Calculation 

 

Rate 

 

Rate 

Claimed 

 

Total Amount 

 

CNCS Share 

 

Grantee Share 

        

 

Total Sections I + II + III:   

 

Total Amount 

 

CNCS Share 

 

Grantee Share 

   

 

Budget Total: Validate this budget 
Required Match Percentages: 
  

Total Amount 
 

CNCS Share 

 

Grantee Share 
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ATTACHMENT C:  Budget Checklist 

Below is a checklist to help you make certain that you submit an accurate budget narrative that 

meets AmeriCorps requirements.  

  
In Compliance? Section I.  Program Operating Costs 

Yes __  No __ 

Costs charged under the Personnel line item directly relate to the operation of the AmeriCorps 

project? Examples include costs for staff that recruit, train, place, or supervise members as well as 

manage the project. 

Yes __  No __ 

Staff indirectly involved in the management or operation of the applicant organization is funded 

through the administrative cost section (Section III.) of the budget? Examples of administrative 

costs include central management and support functions. 

Yes __  No __ 

Staff fundraising expenses are not charged to the grant? You may not charge AmeriCorps staff 

members’ time and related expenses for fundraising to the federal or grantee share of the grant. 

Expenses incurred to raise funds must be paid out of the funds raised. Development officers and 

fundraising staff are not allowable expenses. 

Yes __  No __ All positions in the budget are fully described in the narrative? 

Yes __  No __ 

The types of fringe benefits to be covered and the costs of benefit(s) for each staff position are 

described? Allowable fringe benefits typically include FICA, Worker’s Compensation, Retirement, 

SUTA, Health and Life Insurance, IRA, and 401K. You may provide a calculation for total benefits 

as a percentage of the salaries to which they apply or list each benefit as a separate item. If the 

fringe amount is over 30%, please list separately. Holidays, leave, and other similar vacation 

benefits are not included in the fringe benefit rates but are absorbed into the personnel expenses 

(salary) budget line item? 

Yes __  No __ 
Holidays, leave, and other similar vacation benefits are not included in the fringe benefit rates but 

are absorbed into the personnel expenses (salary) budget line item? 

Yes __  No __ The purpose for all staff and member travel is clearly identified? 

Yes __  No __ 
You have budgeted funds for staff travel to CNCS sponsored meetings in the budget narrative under 

Staff Travel? 

Yes __  No __ 
Funds to pay relocation expenses of AmeriCorps members are not in the federal share of the 

budget? 

Yes __  No __ 
Funds for the purchase of equipment (does not include general use office equipment) are limited to 

10% of the total grant amount? 

Yes __  No __ All single equipment items over $5000 per unit are specifically listed? 

Yes __  No __ Justification/explanation of equipment items is included in the budget narrative? 

Yes __  No __ All single supply items over $1000 per unit are specifically listed? 

Yes __  No __ 
You only charged to the federal share of the budget member service gear, with the exception of 

safety equipment, that includes the AmeriCorps logo? 

Yes __  No __ 
Are all consultant services budgeted below the maximum federal daily rate of $750/day? Is the daily 

rate noted in all sections of the budget narrative where consultants are proposed? 

Yes __  No __ Does the budget reflect adequate budgeted costs for project evaluation? 

Yes __  No __ 
Have you provided budgeted costs for background checks of members and grant-funded staff that 

are in covered positions per 45 CFR 2522.205? 

Yes __  No __ Are all items in the budget narrative itemized and the purpose of the funds justified? 
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In Compliance? Section II. Member Costs 

    Yes __  No __ 

Are the living allowance amounts correct? Full-time AmeriCorps members must receive at least the 

minimum living allowance as indicated in the chart in the budget instructions. 

Note:  Programs in existence prior to September 21, 1993 may offer a lower living allowance than 

the minimum. If such a program chooses to offer a living allowance, it is exempt from the minimum 

requirement, but not from the maximum requirement.  

Yes __  No __ 

Living allowances are not paid on an hourly basis? They may be calculated using service hours and 

program length to derive a weekly or biweekly distribution amount. Divide the distribution in equal 

increments that are not based on the specified number of hours served. 

Yes __  No __ 
Is FICA calculated correctly? You must pay FICA for any member receiving a living allowance. 

Unless exempted by the IRS, calculate FICA at 7.65% of the total amount of the living allowance.  

Yes __  No __ 

Is the Worker’s Compensation calculation correct? Some states require worker’s compensation for 

AmeriCorps members. Check with your local State Department of Labor or State Commission to 

determine whether or not you are required to pay worker’s compensation and at what level (i.e., 

rate). If you are not required to pay worker’s compensation, you need to provide similar coverage 

for members’ on-the-job injuries through their own existing coverage or a new policy purchased in 

accordance with normal procedures (i.e., Death and Dismemberment coverage). 

Yes __  No __ 

Health care is provided for full-time AmeriCorps members only (unless part-time serving in a full-

time capacity)? If your project chooses to provide health care to other half-time members, you may 

not use federal funds to help pay for any portion of the cost. Projects must provide health care 

coverage to all full-time members who do not have adequate health care coverage at the time of 

enrollment or who lose coverage due to participation in the project. In addition, projects must 

provide coverage if a full-time member loses coverage during the term of service through no 

deliberate act of his/her own.  

 

In Compliance? Section III. Administrative/Indirect Costs 

Yes __  No __ 

Applicant has chosen Option A – CNCS-fixed percentage method and the maximum federal share 

of administrative costs does not exceed 5% of the total federal funds budgeted? To determine the 

federal administrative share, multiply all other budgeted federal funds by .0526. 

Yes __  No __ 
Applicant has chosen Option A – CNCS-fixed percentage method and the maximum grantee share 

is at 10% or less of total budgeted funds?  

Yes __  No __ 

Applicant has chosen Option B – federally approved indirect cost rate method and documentation 

submitted to CNCS if multi-state, state or territory without commission or Indian Tribe applicant? 

Administrative costs budgeted include the following: (1) indirect costs such as legal staff, central 

management and support functions; (2) costs for financial, accounting, audit, internal evaluations, 

and contracting functions; (3) costs for insurance that protects the entity that operates the project; 

and (4) the portion of the salaries and benefits of the director and any other project administrative 

staff not attributable to the time spent in direct support of a specific project. 

Yes __  No __ 
Applicant has chosen Option B – The maximum grantee share does not exceed the federally 

approved rate, less the 5% CNCS share?  

 

 

 

                                                                    

 

In Compliance? Match 

Yes __  No __ Is the overall match being met at the required level, based on the year of funding? 

Yes __  No __ 

For all matching funds, the source(s) [private, state and local, and federal], the type of contribution 

(cash or in-kind), and the amount (or an estimate) of match, are clearly identified in the narrative 

and in the Source of Match fields?  


